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The eontimuing tvend toward retiring nomcurrent records {o the /

Kecovits Cember brought total deposits now ium the Cemter to 35,491 eubic 527/
faﬂit. Thig volume, if stored in office safe cabinets, would require the / 7
use of 1,536 } dvawer safes. The cost of a b draver safe has risen to —
$hel. . | | %

| Control schedules for the destruction snd retirement of records have
Ten cospleted for the Agency except for the Uffice of Commmications and
*ﬁm mmaller offices. The completion of these schedules, together with the

conblmsing appileation ol en andit progranm for ensuring adherence; will
over{low this i{eedrds Center building. Accordingly, the Agency has
recently approved the m@ion of a contiguous addition.

Other record keeping Lmprovemonts resulted from installing the Agency

‘mbjectmumric flling systen In 23 offices, a contimiing review of

regquisitions for Iiling equipment and sapplies, and the promotion of shelf

filing ingtaliations, four of wvhich sre im process and one completed. The

corpleted shelf-file Telieved a critical space problem and provided for

two years expension of the files.

o Frojects directed towerd improving reporting technigues, correspondsnce
 practicen, forms, and document control systems rounded out the Staff's

Integmated mecrda mensgement services, Notable among these were t&n par-
ticipation of a staff wember on the U.S. Government Correspondence Manmal
HYorking Committes, forums amlysin projects in support of specific activities
“puch zs printing services, and lhe devalépmn‘o of & combined courier-receipt
tranamittal form vhich will save some time on the part of several hundred
‘?Qw:ér !ma @tmmxm operation. The cnmsian of 'this tine saving

- guks Zollers ie estimated to appronch $100,000 mmallm v
VIORICD




